Speaking 1 ,

Applying for Jobs
4 Work in groups. Discuss these questions.
a How do you find out about job vacancies?
h How do you apply?
¢ Have you ever applied for a job? What did you have to do?

{(Address)

Mr Anthony Maver

Personnel Manager

Travel Unlimited

Stanstad

Essex CMag 1RY (Date)

Dear... . EEE o
Inreply to the advertisement ...., (stata where it
Appeared), Iwould like to apply for the ..., (state what you
are applying for), '
As you wil see from the enclosed Cv, although f am
relatively ..... 1 have successfully .. (state what you have
done),

Itherefore feel ..., (state what you can offarthe flrm,

I believe lam hard-working and rellable and would very
much ilke to gain greater work experience,

[ interviewwheneyer......and, ..... near future, -

Mary Rog

The covering letter: formal and informal language -
9 The letters below do not contain any errors but the writers arg
vety unlikely to be considered for a vacancy. Can you-say why?

Daar Anthony Mageﬂ

Im looking fov 4 hotiday job and T sauryourad in 4
newspagel and k ia;:efie chs i if could be goool because
Your dompany fs very famous.
I dont hawe a bot of ekperience (in fact Lhaven't had a
Job befime) but Tbe gat lots of confidence and I get

on pretty well with pegple in goreral.

I bagiaally fe in July but rot August (because Tin
going aumy then) but i wmd be reatly gowed if you
Could take me. on because [ need the money!

Hoping to get  reply from you seon.

Yours,

-MazyRoe .

e L e

a

In order to apply for a§ob you usuaily have to send
cutticulum vitae (Cv) ~Arthe USA called a resumé ~and a
covering letter. These documents. are very lIimportant because
they are the flrst impresslon.you give, .

Work In groups. Read the statements about CVs and
covering fetters. On the basls of your knowledge and
experience, declde If you.agree-with-them,

A curriculum vitag Is e dcee ptable if it is harid-written.

A coverln{-{'létter shou.rc:ihl.')r;e:.h-and-?written.' e
Youshould always include a photograph.

The Iongef"a' CVis 'thé:‘l;é‘t:t:er. o

A CV should list exberience in‘th'r‘ﬁ)n'ol_otrgic_al order, -

it's best to explain foreign gualifications and-glve an

- approximate equivalent in the country to which you are -

i O

off your CV.

applying,
There is no point In mentioning oytside activities, hohbies, etc,
Each CV should be cuﬁtdmiséd“fbr ijhe job you are applying for,

Perfect prose isn't _expa,c{ed: note form 5 perfectly
aceeptable, o

Use space canstructively; don't mention failures or irrelevant
experience,

Lon'tinclude your previous saiary or salary expectations,
unless requested. ' : '

You can lie on.a CV: they'll never find out anywe{y.' _
Any gaps in the dates should be explained,
's best not te seh__d the CV by fax unless requested 0 do so.

Always'make a follow-up phone cail a few days after sendihg

Dear Sir

wln accordance with your eatesmed reguest
Fhrther te oup tdephone conversadion of

285 Tlovember and the advertisoment which
appeared in The Jivies of 24 Tevember dndt,
of have the honour iy enclose ferewith. a copy
&f My curricibum, vitae and wonld beacech you . 4
do acguaint gronrsel{ with the contents Fhercin... g
Frusting. that o whakl be fowoured with an. .
mierview with a view 17 ddcuading prg
appplication in further detall, of beg to remain, b

%fm/m: mﬂe{Mgﬁ

\Charte Forteacue &g.
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